
A technology plan is not required to file for Plain Old Telephone Service 
but is required for discount or reimbursement of all other services. 

December 3, 2009

Step 1—Form 470

Deadline for 2010-2011 January 13, 2010 at 10:59 PM.  If your library wants to recoup 

the telephone funds, file the Form 470 as soon as possible!! Deadlines are posted at: 

* http://www.universalservice.org/sl/tools/deadlines/default.aspx

E-rate Contact Information:

State E-rate Coordinator, MOREnet: Rebecca Miller, Esq., millerrj@more.net

State Library, Technology Consultant: Jean Morrison, Jean.Morrison@sos.mo.gov

FILING FOR E-RATE FOR PLAIN OLD TELEPHONE SERVICE 

FOR A LIBRARY SINGLE-SITE LIBRARIES

http://www.universalservice.org/sl/tools/deadlines/default.aspx
mailto:millerrj@more.net
mailto:Jean.Morrison@sos.mo.gov
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 Best Practice:  Keep a copy of all forms and communications 
about your E-rate application in an E-rate folder or binder by 
year.

 The American Library Association (ALA) E-rate Taskforce 
recommends that the Library Director check to make sure that 
there is a Library Board item recorded that grants, in writing, the 
library director position with the “authority” to complete the E-
rate process or assign the task to a staff member on behalf of 
the library before filing the Form 470.  Consider including the 
authority to complete the Letter of Agency with MOREnet.

 A printout of this board action should be kept with the E-rate 
documentation to make it easier to locate in event of an E-rate 
audit.

 Rebecca Miller of MOREnet periodically sends out notices that 
provide valuable information on E-rate through a listserv 
usf@lists.more.net.  If you are not receiving mail from this 
listserv and would like to, please contact Rebecca Miller.

mailto:usf@lists.more.net


 Look up your School District Free and Reduced lunch percentage when it becomes available at:

http://www.more.net/services/e-rate/resources/statistics/index.html

 Notice that there are “Statistics” columns for “Schools: Use This Data” and “Libraries: Use this 
Data”.  (Shown in the screenshot on the lower left).  Choose the section (under the arrow below) 
that contains the school district closest to the library.

 Scroll down the list that comes up to find line for your school district.  The column on the right 
end (circled) is your percentage.  Multiply that % times your telephone bill—this is approximately 
what you would receive.

 An updated list of Eligible/Ineligible services is posted by USAC each year at:

http://www.universalservice.org/sl/tools/eligible-services-list.aspx
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Four Forms are filed to complete the E-rate process

1. Form 470-Description of Services Requested and 
Certification Form—Universal Service Administrative 
Company (USAC) responds with a letter on colored paper, 
for FY2009, the paper is yellow

2. Form 471-Services Ordered and Certification Form—USAC 
responds with a “Receipt Acknowledgement Letter” then 
after the application has been thoroughly reviewed and all 
questions cleared up, the library receives a “Funding 
Commitment Decision Letter” on the same color of paper

3. Form 486-Services Confirmed—USAC responds with an 
“Applicant 486 Notification Letter”



4. Form 472-Billed Entity Application 
Reimbursement—USAC responds with a BEAR 
Notification Letter, which the library can correct 
errors on and resubmit if needed.  Do not send 
back to USAC unless you find errors!  If you 
checkmark “IF YOU WISH TO CANCEL THIS FRN, 
PLEASE CHECK HERE” and return the letter to 
USAC, you will NOT receive reimbursement for 
your telephone service!

5. Form 474-Service Provider Invoice Form is used if 
you would like to have your bills discounted 
before you receive them.

See slide 9 for a discussion on which form you may 
want to choose.  



 Form 470 is filed once USAC announces it is ready (some time after July 1 
each year for the next Fiscal Year), with a deadline around mid-January

 Form 471 is filed at least 28 days after the Form 470 is posted on the USAC 
Website, with a deadline around mid-February

 Form 486 is submitted as soon as the Funding Commitment letter is 
received, no later than 120 days after the date of the Funding Commitment 
Decision letter OR 120 days after the Service Start Date, whichever is later (*if 
the beginning of the telephone service to be partly funded is July 1, 2010, 
the deadline would be 120 days later or October 29, 2010)

 CHOICES: Form 472 is filed periodically (quarterly or semi-annually is 
recommended) no more than 120 days after the date of the Form 486 
Notification Letter OR 120 days after the last date to receive service, 
whichever is later (**if the last date of service is June 30, 2011, the deadline 
for the last quarterly report would be October 28, 2011)  Reimbursement by 
check or credit is received Quarterly or Semiannually

 OR Form 474 is filed as soon as the Form 486 Notification Letter is received 
with a deadline 120 days after the last date of service.  Each bill will be 
discounted by the telephone company before received by the library.

A chart of the timeline is located at:  
http://www.more.net/services/e-rate.steps.html
*Assumption is that the Funding Commitment Decision Letter was dated before 

service began (July 1, 2010)
**Assumption is that the date of the Form 472 Notification Letter is dated 

before the last date to receive service (June 30, 2011)

http://www.more.net/services/e-rate.steps.html
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• The Federal Communications Commission (FCC) Form 
470 (Description of Services Requested and 
Certification Form) opens the process.  

• This form can be filed after July 1each year for the 
next fiscal year, you should do this between August 
and December for the next fiscal year (July 1-June 30)

• This form gives USAC your library’s contact 
information and tells them what the service(s) are for 
which you are requesting discount or reimbursement 

• The Form 470 can be completed online.
• The online form is available at: 

http://www.sl.universalservice.org/menu.asp
• The paper form for draft purposes is available at:  

http://www.universalservice.org/sl/tools/required-
forms.aspx

Filing for E-rate

http://www.sl.universalservice.org/menu.asp
http://www.universalservice.org/sl/tools/required-forms.aspx
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 Applying for a “Reimbursement” means that you 
will pay your full bill and file periodically to 
receive the money back--quarterly, semi-
annually, or annually.  (Quarterly is 
recommended) (Form 472)

 The result of applying for a “Discount” is that the 
discount amount is applied to your bill before 
you get it.  This is recommended for systems 
with a small number of branches or a single-site 
library because it is difficult to know what was 
discounted especially for systems with multiple 
branches (Form 474)



• First Timers:  Print the 
paper form to see what 
information you need.

• Block 1: Applicant 
Address and 
Identifications

• Applicant’s Form 
Identifier—this is YOUR
number, it can be any 
combination of letters 
and numbers such as 
(Name-Date):  
XYZ-PUB-LIB-10-01-08

• Checkmark “Library” in 
section 5 (Continued on 
the next slide)



• The top section you see here 
is the bottom part of Block 1

• In Block 2 select 7a for 
Telephone and/or Cellular 
Phone Service 

• NOTE:  If using a cellular 
phone, all calls must be for 
business use only!  If the 
cellular phone will be used for 
personal calls, the portion of 
the service used for personal 
calls is ineligible and must be 
removed from the eligible 
amount.  

• Cellular Phones that have 
Internet access should not be 
filed for E-rate service 
reimbursement here.  They 
need to be filed as “Internet 
Access”.



 Section 8 of Block 2

 Do not check “a” unless you have an 
“Request for Proposal” (RFP) posted on a 
website inviting bids for your telephone  
or cellular service

 Checkmark “b” if you do not have an RFP

 Checkmark  “c”  If you plan to request 
discounts, check the first box and plan to 
file a Form 474 if you plan to file 
quarterly for reimbursements. Plan to file 
a Form 472 if you select “Check this box 
if you prefer reimbursement after paying 
your bill in full.” (See Slide 8 for 
explanation)

 Complete the sections 1) Service or 
Function by typing in “Local and long 
distance telephone”

 Complete the 1) “Quantity and/or 
Capacity” by counting the number of 
outside telephone numbers you have, 
including numbers used exclusively for 
fax, toll-free, and enter the total. (If you 
plan to add lines during the year, you can 
make the number larger.



 800 service 

 Centrex 

 Local phone service 

 Long distance telephone 
service 

 POTS (“Plain Old Telephone 
Service”) 

 Radio loop

 Wireless telephone services, 
e.g., cellular service and 
Personal Communications 
Services (PCS) 

 Shared telephone service 
(Example:  a library that 
shares a building with an 
entity such as a county’s 
offices, only that portion of 
the shared service relating 
to the eligible use (the 
library’s use) and location is 
eligible)

http://www.universalservice.org/sl/tools/eligible-services-list.aspx

NOTE: Because technology changes from year to year, you 

will need to check the list each year to see what eligible 

services have been added.
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 Asynchronous Transfer Mode (ATM) 

 Broadband over Power Lines (BPL) 

 Digital Subscriber Line (DSL) 

 DS-1, DS-2, DS-3 

 Fiber optics 

 Frame Relay 

 Integrated Services Digital Network (ISDN, 

BRI, PRI) 

 OC-1, OC-3, OC-12, OC-n 

 Satellite service 

 Switched Multimegabit Data Service (SMDS) 

 T-1, T-2, T-3, Fractional T-1 

 Wireless 

 Components required as an integral 

part of a digital transmission service are 

eligible for discount, such as: costs of a 

permanent virtual circuit (PVC) costs of 

trunk lines reasonable installation costs 

 The telecommunications component of: 

a distance learning capability, video 

service, or interactive television is 

eligible for discount. 

 Paging services are eligible for a library 

staff member in a mobile van 

To file for Digital Telecommunications, you must have an approved Technology 

Plan on file at the State Library.  The source for a list of Eligible Services is:  

http://www.universalservice.org/sl/tools/eligible-services-list.aspx

Eligible digital telecommunications technologies include, but are not limited to: 

This list is given to contrast from basic telephone service only—Digital services 

begin with a form 470 as well, but are not covered in this presentation.

http://www.universalservice.org/sl/tools/eligible-services-list.aspx
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• Skip this section if you are 
filing for telephone 
services only



• Skip this section if you are 
filing for telephone service only



• Skip this section if you are 
filing for telephone service 
only



• Skip this section if you 
are filing for telephone 
service only



• Checkmark block 14 for 
discount or reimbursement 
of telephone service, 
including phone numbers, 
fax numbers, cellular phone 
numbers, 800- phone 
numbers, etc.

• Skip Block 15—this is a 
section you complete to 
receive bids or offers for 
ineligible services—Skip 
Block 15 unless you are 
interested in receiving 
information from providers 
and suppliers



• Section 16-Checkmark the 

box marked “a” if your library 

has NO BRANCHES



• Enter the “Number of eligible 
entities”—This is the number 
of library entities (Main and 
Branches)  For a single 
library, enter 1  

• List the Area Code and each 
prefix within that area code 
for all phone numbers

• Example:  
First column   Second Column
573                   751 526 522…
800                   735 347 392…



 Enter the Entity 
Number you 
created and your 
Entity Name

 Example used 
earlier was:  

Entity Number 
XYZ-PUB-LIB-10-01-08

Entity Name 
XYZ Public Library



 You did NOT check 
below “c” on Block 4 so 
you can skip this 
section



• For Telephone 
Service only,  
checkmarks are 
needed in: 
19 b
20  and 20 c
21
22
23
24
25
26

ALWAYS READ THE CERTIFICATIONS TO KNOW WHAT YOU 

ARE CERTIFYING!



• Signature of Authorized Person—
must be signed either in pen and 
mailed or can be digitally signed 
if input was done online! (see 
Slide 27 to learn more about the 
use of a PIN) 

• Date format used is 01/01/2010

• Complete ALL appropriate 
address sections

• Only mail the form if it has not 
been submitted online

• If you do not have a PIN to 
digitally sign the form, the Block 6 
pages must be mailed to one of 
the addresses given on the form



 http://usactrain.solixinc.com/TrainingSiteWarning.asp?

 This is a training site with fake data and will not result 
in filing a form—Use your data once you enter the site 
using the information below:

 Use the following training login information

◦ Billed Entity Name:  Brad’s School

◦ Billed Entity Number:  145909

◦ Billed Entity Email:  applicant@usac.org

◦ Personal Identification Number (PIN): &blahs

◦ Authorized Person Last Name:  Smith

http://usactrain.solixinc.com/TrainingSiteWarning.asp
mailto:applicant@usac.org


 When your Form 470 is received by USAC, you will 
receive an RNL (Receipt Notification Letter) to add 
to your E-rate file.

 Your Form 470 will be posted by USAC at: 
http://www.universalservice.org/sl/tools/search-tools/form470-search-posted.aspx

 After being posted for 28 days, if you have not 
received any offers from any competing companies, 
you should send yourself an email stating that “no 
vendor offers were received”, print the email and 
add it to your file.  Then you can begin to work with 
your local telephone company(ies) as your vendor.

 If you receive offers, you must evaluate the offers 
and select one—see next slide.

http://www.universalservice.org/sl/tools/search-tools/form470-search-posted.aspx
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 If you receive multiple offers, best practice says you 
should evaluate them using a grid where price is the 
primary factor.  You decide upon the criteria and 
weight for each.  Print the grid and add it to your 
documentation.  An example from the USAC website 
is shown below:

http://www.usac.org/_res/docum
ents/sl/pdf/2007_training/sample
s-checklist-vendor-selection-
templates.pdf?WT.mc_id=sl-
newsbrief-20081114
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 When you fill in the form online, print the final 
document.  Sign the signature block and mail 
it to the address shown on slide 22.  

 When the signature is received, a PIN is sent to 
you within a week of verification.  

 Like any password, the PIN is not to be shared.

 For changes in personnel request a new PIN, 
DO NOT reuse a previous staff PIN!  

 PIN FAQ: 

http://www.universalservice.org/sl/tools/search-tools/applicant-pin-faqs.aspx#1

http://www.universalservice.org/sl/tools/search-tools/applicant-pin-faqs.aspx
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• Keep a copy of all forms submitted in event a question comes up.
• If you get a call from a USAC reviewer, write down the person’s name 

(ask the reviewer to spell the name if there is any doubt), date and time 
of the call, and keep notes as to what the person said.  You can always 
ask for more time to review your records or consult with Rebecca Miller 
of MOREnet before providing answers.  ALWAYS ask for any decisions 
or extension of time granted to you by the reviewer be confirmed in an 
email from the reviewer and keep the email printout with your other E-
rate records!

• Electronic filing of the Form 470 is processed faster than mailed forms.
• You can complete multiple 470 forms or put all of the requests on one 

but multiple forms are preferred.  If the request is denied because of a 
problem with one part, all of the award is lost if they are filed together.

• Call your telephone company or companies and ask for their Service 
Provider Identification Number (SPIN) for E-rate, you will need the SPIN 
Number for the next step, Form 471—You can also find the SPIN by 
using the tool on the E-rate website (see next slide for an example):

• http://www.sl.universalservice.org/Forms/SPIN_Contact_Search.asp

http://www.sl.universalservice.org/Forms/SPIN_Contact_Search.asp


Below are the results of SPIN search for embar%  
Note that there were 20 entries found:

Questions?  Contact:

Rebecca Miller   Millerrj@more.net   (573) 884-2146 

Jean Morrison    Jean.Morrison@sos.mo.gov  (800) 325-0131 Ext. 11

You will need to know the “Service Provider Identification Number” for your 

telephone company to continue the process.  You can get it by calling the phone 

company or using the USAC SPIN search at: 

http://www.sl.universalservice.org/Forms/SPIN_Contact_Search.asp

http://www.sl.universalservice.org/Forms/SPIN_Contact_Search.asp


 USAC E-rate Website links:
◦ On the Web:  www.universalservice.org/sl

◦ http://www.universalservice.org/sl/tools/deadlines/default.aspx

◦ http://www.sl.universalservice.org/menu.asp

◦ http://www.universalservice.org/sl/tools/required-forms.aspx

◦ http://www.universalservice.org/sl/tools/eligible-services-list.aspx

◦ http://www.universalservice.org/sl/tools/eligible-services-list.aspx

◦ http://www.usac.org/_res/documents/sl/pdf/2007_training/samples-
checklist-vendor-selection-templates.pdf?WT.mc_id=sl-newsbrief-20081114

◦ http://www.sl.universalservice.org/Forms/SPIN_Contact_Search.asp

◦ http://www.universalservice.org/sl/tools/search-tools/form470-search-
posted.aspx

 MOREnet Links:
◦ http://www.more.net/services/e-rate.steps.html

◦ http://www.more.net/services/e-rate/resources/statistics/index.html

 ALA Training and Advisement Provided by:
◦ Linda Schatz, ALA E-rate Task Force Chair
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 Go to the Forms 
web site

 Under Form 470, 
click on the “Create 
Form 470” button

http://www.sl.universalservice.org/menu.asp



 Enter your Zip Code to 
find your Entity if you 
do not know your 
Entity Number

 A list of entities with 
the same Zip Code will 
come up

 Click on the radio 
button in front of the 
agency that receives 
your telephone bills 
and click Next>>



 An information box 
may come up, read the 
warning, then click OK 
to close it

 Use the information 
from your written form 
to enter the Applicant’s 
Form Identifier you 
created in the box 
above Block 1 (Circled)



 Use the drop down to select the 
funding year

 Skip down to 6a. and enter the 
name of the contact person who is 
completing the form

 If the address is the same, you can 
either click on the bar “Copy 4a-c 
above to 6b-d below” to have the 
information duplicated OR
Checkmark the box below 6b to 
indicate duplicate information

 If the address is different, enter 
the address in 6b through 6d

 Enter an email address is 6e (not 
shown on the screenshot)

 Select your preferred mode of 
contact from 6c through 6e 

(Good Practice: Select E-mail so you can 
print the documents for your records)



 A screen will come up 
with your application 
number on it

 WRITE THIS NUMBER 
DOWN or do a 
screenshot and paste it 
in Word so you can print 
it out—you will need it 
in event you get timed 
out or you need to stop 
and come back to the 
application later

 Click Next>>



 Click 7a to select 
“Tariffed or month-to-
month services to be 
provided without a 
written contract. A new 
Form 470 must be filed 
for non-contracted 
tariffed or month-to-
month services for 
each funding year. “

 Click Next>>



 An Information box 
will come up

 Click OK



 Select 8 “Telecommunications Services”

 If you have no RFP posted, select “b”

 Choose from the choices on line “c”, 
remember ALA recommends the middle 
choice for large library systems or 
multiple branches, but for small libraries 
or single site, you may want to select the 
left “discounts” choice

 Under Service or Function: Enter “Local 
and Long Distance Telephone” or “Toll-
Free Telephone”

 Under “Quantity and/or Capacity” enter 
the number of telephone numbers you 
have (If in doubt about a few, enter a 
number larger than what you have.  Such 
as if you think you will have 8, you can 
enter 10, because this number is an 
estimate but you can not add more later)

 Click Next>>



 You are not filing for 
Internet Access, this 
is what MOREnet files 
in order to provide 
your Internet Access 
for you

 Skip this screen by 
scrolling to the 
bottom and clicking 
Next>>

 NOTE:
If you have Internet access above what MOREnet 

offers, you should file a second Form 470 for Internet 

Access.  You can file multiple Form 470!



 You are not filing for 
“Internal Connections 
Other than Basic 
Maintenance”

 Scroll to the bottom 
and click Next>>

 Note:  Consider this as a 

separate Form 470 request if you 
are building or remodeling, 
especially if your Free/Reduced 
Lunch % is over 80%



 You are not filing for 
“Basic Maintenance of 
Internal Connections”

 Scroll to the bottom 
and click Next>>

 NOTE:  Consider filing a 

separate Form 470 for this if  
you are putting in a new 
network, especially if your 
Free/Reduced Lunch percent 
is over 80%



 Item 12—Optional--You may 
not have a second person 
who can offer information, 
but if you do, enter that 
person’s name and contact 
information here—this is 
generally an IT person when 
dealing with network 
upgrades

 Item 13a and 13b read and 
answer or do not answer 
appropriately, most will have 
no restrictions

 Scroll to the bottom and click 
Next>>



 Checkmark 14

 Do not checkmark 
any of the items 
under 15 since they 
do not pertain to 
basic telephone 
service

 Click Next>>



 Section 16, read the descriptions 
then choose from a, b, or c—for 
single site library, select “a”  If you 
have branches, it would be “c”

 “Does your application include 
INELIGIBLE entities?” select “No”  
This is for city or county libraries 
that reside in a city or county 
building that there is one 
telephone bill covering both the 
library and government telephones

 Leave all of the bottom boxes 
empty 

 Select Next>>



 Enter your Zip Code 
or Entity Number 

 Click Search to find 
your Library(ies) 
that receive the 
telephone bills



 Select the name of the entity 
that receives the bill in the left 
section

 TIP:  This may seem confusing, 
think about the locations 
where one entity such as the 
city receives the bill for the 
library or a library system 
where one library receives the 
bill for all branches

 Click Add to move the name of 
the entity that receives the bill 
to the box on the right

 Click Next>>



 This is a 
confirmation of 
who receives the 
bill, it may be the 
same as the library 
but if the library is 
a sub-entity of a 
city or county, that 
office may be 
receiving the bill

 Click Next>>



 Check Item 19 and check box 
“b” for Libraries

 Check Item 20 and check “a” if 
you have a current, approved 
technology plan on file at the 
State Library.  If you do not 
have a Technology Plan 
because you do not get your 
Internet Access from MOREnet 
or do not have Internet access 
at your library, checkmark “c”

 Checkmark Item 21



 Read and 
Checkmark 22, 23, 
24, 25, 26

 NOTE:  Item 24 is 
the reason ALA is 
recommending that 
your library board 
take action to 
“authorize” you to 
file E-rate.



 There is no Item 27 or 28 in the 
online form (this was the 
signature and date signed on the 
paper copy)

 Item 29 is the name of the person 
who provides the Authorized 
Signature (the person with (or 
who will have) the PIN)

 Supply address and contact 
information for that person

 At the bottom of this screen is 
the address of where to send the 
signature

 Scroll to the bottom and click 

Next>>



 Click the “Print Preview” button and 
print the document

 When certain that it is correct and 
complete, click Submit

 If you have an electronic PIN, you can 
enter it to sign

 If you have no PIN, print a signature 
page and mail it to the address 
provided on the bottom of the page

 Sign, date, and mail the signature 
block and certifications pages

 You will receive a Receipt Notification 
Letter “RNL” in the mail, but the form 
will not be posted until the signature 
is received and verified by USAC

 If you made any errors, the RNL will 
give you the opportunity to make 
corrections

NOTE: Do not return the RNL unless there are 

errors that you corrected!!  Also, DO NOT 

checkmark “IF YOU WISH TO CANCEL THIS FRN. 

PLEASE CHECK HERE” and send it to USAC—if 

you do, your request is CANCELED and you will get 

NO reimbursement or discount!



◦ You can check the USAC website to see what date 
your Form 470 was Posted at: 
http://www.universalservice.org/sl/tools/search-tools/form470-search-posted.aspx

Click Next>>

Enter your Zip 

Code, select 

Library, select 

Tariffed Services

and click Next>>
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A list will come up of all of the 

Form 470 that have been filed in 

your Zip Code

Click on the dot in the left 

column that is in front of your 

listing

Click on Review Selected 

Application

Look for the date “Certification 

Received Date”

You must wait at least 28 days 

after this date before filing a 

Form 471-Services Ordered


